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WehCHARLUM FORa Acting beputy Director (Adsinistration) 


SULLCT ¢ Fdorofils frogram of the cffiew of Collection end 
Liesenination. 


td. PACRLaN. to determine the best methed for microfiinine, developing, view- 
Lng and printing intelligence docunents handled by cub} and to determine 
the proper physical and organizational location of the required facilitica. 


2. FACTS BLANING OM THE PRODUEHS 
& Profect Approved: 


Aporoval of Project No. OCD-137-S2 by the Project Review Conmittes 

on 19 hecerbear 151 suthorisecd "mierofliming of all significsnt in- 
coming intelligences documents", and wae based upon CCPTD proposal to 
(1) micreftim all intelligence cocuncnte upon receipts (2) maka the 
elorofils avaliable at all times for viewing purposes and for repro- — 
duction when a rétention cory ia requireds (3) prepare a flim copy 
for storage in Vital Nsteriale kepository. 


Funce for this project were approved by the Project Review Conmit tes 


25X1 in the emount of for the initial purchese of equirment, 
and in the amount of for the annual costs of personal 25X14 
servicus and eupplies. (ice Ted A far additional background infor- 
matione) ; 


b Present cystens 
CCD ptorted the following program in April 1953 to microfiia sinyle- 
copy documenta only (10h of total daily Antake o¢ approximately 100 
documents /500 pages} s 


cob REPCORUG TION RLAPSER WORKRL ATE 


1 


‘derors. ire 


HEAL AES, 


Receive, :opigtor 
eae 25X1 


hecalva, Lory 
ghedule Telivery take 
Vovelop “icrofiis 
pers e a. 


Thepeet ‘and Pile Fis | 
TOTAL LLAPEST WORKeDATE: 


Daved on ommiysis of statistica provicad by the Office af Generel Cervices on 1 
25X1  [ )resla developed dn August 1953. Xo voels were delivered op the Oth ox pth oe 
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The Cf4 Library receives approximately 15,000 requests per month for 
the toan of documents, of which NOT cannot be gatinfied due to the 
reference copy baing on loan, dn circulation, in reproduction, etc. 
iieroflla negatives of single-copy decumunts are viewed by analysts 
shout 699 hours per month, end resultant requests for prints average 
250 documenta per month. Printe can be obtained from leproduction 
within ten work days on the average and within five work days on ure 
cent roquoate. (260 Tab B for additional dataile of tho progent 
eituation.) pe 


Ge Hroposed fyateny 


MCh proposes te expen dim program to provide, on the prone 
ises ii gervices authorived by the 
Project hevlew Coreittes. In acdition, Ob proposes to provide "on 
the spot" reproduction of docunents te nowt reference requirencnts 
and to fulf4li recent commttxents repording Air Yorce intollircnce 
documents. {Seo Tab GO for datails of the proposed system.) 


ra 


BSES 25X1 


ad. Annual Costa of fresent and Proposed £ 
se daeeeiatnnataitinletneties tebe aiteientadidnh se 


Tee PAacOENT PRGECE ey LAT 1S 
Lquipment i/ 
Fersonal Services 
Supplies 
Library Space 1/ 
TeTalos 


Purchase of mlerofilm equipment cost ocp £20,061,00 in Fiscal year 
1953. Additional expencttures of £19,766.50 will be required in 


FY 1954 4f tha proposed system 1a approved. (fee Tab f for details 
of prewent and proposed expomdituret.) | 


3. DPLOCUS Zon, 


Bs Frogont Syatens 
(1) Advonteges. 


(a). The present tysten could provide master sete of documents on 
film reols for (Cr end the Vitel Materials Reposttory with 
oxiating personnel and the addition of equipment only to the 
extent of one canura, provided tina limits for avallebllity 
word nok required, 


(o) 6% of requesta for references documents fan be filled from 
files of axisting dosunents, 


Y These dtews will progress towerd zero bavings 49 the rate of cootructton 
approaches the rate of Antske and ennual gevings will be reduced atcording ly. 
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mmm nnn aa emiiihieiiellin ilk 


_ (e) The remaining 40% could be filled by making ‘reprints in 


Reproduction from microfilm with existing equipment provided 
adequate time were allowed. 


Disadventages. 


(a) Film sent to Reproduction for processing cannot be inspected 
for defects prior to disseninetion of the pertinent document, 
thershy risking lose of the record or considerable delay in 
tracing end recalling'the document for repeat filming. 


(b) Time lapse before documents would be available for reference 
seriously hamper the research activities of the £gency end 
encourages researchers to build up their personal files, 


{c) Extensive employee time is expended in the maintenance of 
circulation end losn records, tracing and filing of documents. 


(ad) Storaze space is an increasing problem and lerge expenditures 
are necessary for filing equipment, 


be Proposed Syste. 


{1} Advantages Waich could be echieved by FY 1956: 


(a) Eleven personnel could be released from document reference 
duties provided workload andother factors renain constent, 


(b) Film could be inspected at frequent intervals ane if defective, 
the domment re-photographed before dissemination, This is 
particularly important on single-copy documents and documents 
on short-term loan from other agencies. 


(c) Rapid service could be provided from the master record of 
documents svailable in the Library at ell times for "on the 
spot" viewing or reproduction. 

(d) Multiple requests for the same document could be filled. 


(e) Circulation los controls, tracing, recalling, filing and 
re-filing of documents would be reduced to a minimum 


(f) Storage space and equipment would ‘be reduced about 90%. 


(g) Microfilm records of 211 documents would be furnished to 
Vitel Materials Repository, 


(h) The present records retirement progran in CIA Offices could 
be simplified. 


(4) £11 documents borrowed from other agencies could be filmed, 
thus increasing intelligence holdings, and repeat borrowing 
would be eliminated. 
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(J) Reseerch files in CIA offices should be materially recuced 
when ability to provide copies imediately hes been adcquetely 
desonstrated. Further insurence in this respect could be 
provided through the cooperation of Fecords Management Officers. 


(k) Circulation of documents on initiel dissenination should 
be speeded up because of the imnedlate availability of 
prints to offices. 


(2) Dissdvanteges. 


a 


(a) Availability of reproduction equipment might encourage 
unnecessary reproduction of documents for initial cissenina- 
tion. 


25X1 


(b) 


W ene ne e 
re intelligence earlier, thia cdvantage should be 
weighed ageinst increased workload, costs, and capabilities. 


Oe 


- The proposed systen would not function properly end should not be 
underteken unless all parte of the system are physically in one 
location, 


The systen would not recuire pereennel skilled in reproduction 
techniques. Librery personnel released from the present syeten could 
be trained adequately by eupervisory personnel of OCD vho are coupetent 
in thie field, ond there ere sufficlent personnel aveileble to provide 
for rotation, leave, ete. Tuerefore, the Agency would gein no advan~ 
tege by disrupting normal superfisory relationships in order to éssign 
the personnel involved to the Office of General, Services, 


4e CONCLUSIONS, 


& The systen proposed by OCD. constitutes a marked improvement over the 
pregent systen, 


be The esuipment for the syaten mst be contiguous to OCD in order to 
make the proposal work, 


c. Personnel operating the system should be on the OCD T/O and under OCD 
puporvision. . 


Se RECOMMENDATIONS: 
It le recommended that: 


a The system proposed by OCD, es aot forth in Tab C, be adopted. 
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be Funds for the initial purchase of acditional equipment in the 
amount of $15,784.00 and alterstions in the amount of $4500.00 
be elloceted from unexpended balances for microfilming of 947,234.00 
in FY 19536 : 


e. Additional equipment shown in Tab D be installed cS . 25X1 


25X1 

d. Conversion be phased as proposed by OCD. 4n Tab Ee 

@. Personnel required for oporation of the system be on the OCD T/0 
and under OCD supervision. 

f. The Organization and Mathods Service be required to revort conversion 
progress periodically to the Dya | end the DD/I, including perconuel 
savings effected. 

25X1 


Organization & Methods Exaniner 


Assiatent Menarerent Officer 
(DD/Z Area) 


Annexes 


Tab A Backeround 

Tab Bb Present Situation 

Tab C ~ Proposed Systen 

Tab D =— Fxpenditurea 

Tab E~- Phasing of Proposed Syaten 


Concurroncess 
hamistent Udreetor for Collection & Diasemination 


Chief, Office of Genoral Services 


Comptroller 


Assistant to DD/I (Admins) — 
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